EEA ePLACE Portal - Quick Guide
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A. Registering a New Account in EEA ePLACE

The new EEA ePLACE (Permitting, Licensing, Authorizations, Certifications, and Eligibility) system will
allow you to apply for new, renew or amend permits, licenses, certifications, registrations and
submit notifications. To view the list of MassDEP’s permits that are eligible for submission through
EEA ePLACE, click here.

1. To use the EEA ePLACE system, you will first need to create and register for an account.
2. When you open the home page, the screen will have narrative that explains the system on the
left-hand side of the page and a login button on the right-hand side of the screen.

£

Welcomp to the Commonwealth of Massachusetts ePLACS Login

Portal User Name or E-mail:
The Commonmwgatth of Massachusess |s pleased o offer online acoass w0 many | |
UI:EI'IﬂI'ﬂ, pEI'I'HH'L ng and certificate senvices. Wih ePLACE, the Commonweatth nopes

t0 dellver more effigient, convenient, and Interacme—gawzmment SEIVICES.

Passingrd:

Options for Licensess aig Applicants: |4 |
- Apply For, Renew, or Ameld a License. Permit, Cerficate or Nowfication m
- Make Payments Online

[ Rermember me on this computer
ePLACE Portal Account Registration:

In arder to utllze most of the services avallable through the aPLACE, youl mitst first
Please note: At this time, the ePLACE

reqister for an acoount. Registration Is required 0 do any of the following:
- Apply for a License, Permit, Cendficate or Nosdfication
- Renew a License, Permitt of Cerdficae

- TraCk the Status of AppUCations

- Review and Upoate ApplCations, Permitting ano/or CETtfcate Infonmation

[Hirst Time Users:

Toregister, CTEate an FCCount with a User name and Password. After

registering, login to access ePLACE.

Returning Users:

Portal services only some (not all)
licenses, permits and cendficates ssued
by ENengy and Emironmental AFairs:
{EEAL It GOBS N0t SEIVICE 3Ny other type
of license. permit of cerdficares that Is.
Issued or approved by the
CoMmMomwaattn or any of s agancies of
municipatities. ePLACE d0as Mot Service
any federal ICENSES O PrTTits.

Use the I0] In BOX on the Mgt t0 Lo In With your Usar name and Fassword to 3C0ess
the portal. *NOTE K It has been more than 50 days since you last logged Into the

SYSEEM YOU WIN NEsd 10 Teset YOour Password.



http://www.mass.gov/eea/agencies/massdep/service/approvals/
https://eplace.eea.mass.gov/citizenaccess/

3. If you are a new user, create a new account by clicking on the “New User” link at the bottom of
the login block.

Welcome to the Commenwealth of Massachusetts ePLACE Login
Portal User Name ¢ E-mail:
The Commonweatth of Massachuses s pleased o offer online access to manmy
UCENSING, PENTitung and Cenificate ssrvices. With ePLACE. the Commonweattn hopes
0 deliver more efficiens, Convenient, and INteractve e-govermiment sefvices.

Password:

I

‘Dptions for Licensess and Appdicants:

- Apply for, Renew, or Amend a License, Permit. Cerdficate or Rotlficadon
- Make Payments Online

O Rmvﬁ*oﬂﬁism
&PLACE PoOral ACCount Reqistration: I've fargatten my password

Mew Users: Register for an Account
In arder to utllze most of the services avallable through the ePLACE, you miist first
Piease note: At this Hme, the ePLACE
register for an acoount. Registratdon Is regquired 0 do any of the following: Ponal services only some (not all
licenses, permits and cendficates Issued

- Apply For a License, Permi, Ceraficate or Nofication by E — T

- Renew a License. Permit or Cerdfica {EEA}. It does not Service any odher type
of lcense, permi of cerdficates thatls
- Track the Status of Applications ISsUe0 OF approved by tha

COMMoMwaattn or any of its agencies o
Municipalities. ePLACE d08s Mot SErIce
any federal Ilcenses or periis.

- Review and Update Applications, Permirting and/or Certficate Information

[Hirst Time Usags:

Ta reglster, Click here Create an aCcount with a User name and Password. Afer
registering, login to access ePLACE.

Returning Users:

Use the Iog In box on the ght 0 Log In with your Usar name and Fasswond 1o 3c0ess

the poral. *NOTE K it has bean more than 60 days since you last iogged Into the

‘SYSLEM YOU Wil NEEd t0 TeSEt YOUT Password.

4. Ascreen with the system’s terms of agreement will appear. In order to continue, you will need
to read and accept the terms. Then click the “Continue Registration” button.

Account Registration

You must provide the following information to open an account:
User Name and Password
Contact Information

E-mail

Please review and accept the terms below to proceed.

In order to perform licensing and permitting transactions online, you were required E
to register for the eLicensing and ePermitting Portal. All registered users of the
eLicensing and ePermitting Portal are required to agree to the following:

1. Use of the Commonwealth of Massachusetts eLicensing and ePermitting Portal is
subject to federal and state laws, which may be amended from time to time,

including laws governing unauthorized access to computer systems. Online

inquiries and transactions create electronic records that in some instances might X

have read and accepted the above terms.

Continue Registration »




5. The screen that opens requires you to provide your login information. Please note that any

fields that are marked with an asterisk are required to create your account. A valid email
address is mandatory.
Note: Your password must be 8-20 characters long, have at least one number, one uppercase
character, no spaces, and a special character (#, !, *, etc.). You will also be required to select a
security question and answer. Be sure to choose a security question and answer that you will
remember. This information is critical for you being able to reset your password online.

Login Information

*User Name:

* Registration E-mail Address:

*Password:

Password Strength

*Type Password Again

*Create Security Questions:

* Answers:

6. After filling out the login fields, you will be prompted to go to the next section to add contact
information. Click on the “Add New” button.

Contact Information

Please select "Add New" to provide contact information.

E-mail must be current in order to receive important legal and other notices relating to your use of this Portal,

.'1':". .




7. The below screen will pop up. All fields marked with a red asterisk are required. Once the
information has been entered, hit ‘Continue’.
e Make sure that your email address is the same as the one you used at the time
of registration.
e Make sure to enter your LEGAL NAME in the first, middle and last name fields —
as this information will be used to print on Permits/Licenses/ Notifications/
Registrations/ Authorization Letters.

Contact Information

Salutation: *First Name: Middle Name: *Last Name:
--S¢

*P.O. Box / Address Line:

[

*Primary Phone: Primary Extension
Alternate Phone: Mobile Phone: Fax Number:

* Contact E-mail Address:

m E P S

8. Once all required information is entered, click “Continue registration”.

Contact Information

v Contact updated successfully.
Mr. BENJAMIN J WEISMAN

Phone

Primary

Mobile Pho

Altern
Fax Nu




9. You have now successfully created a user account in the EEA ePLACE portal! You will be asked to
go back to the home page and login into the portal.

/-/> Congratulations. You have successfully created an account with the
&" Commonwealth of Massachusetts elicensing and ePermitting Portal.

You will receive a confirmation by e-mail.
Reminder: If you are a current license or permit holder, you must link this
Portal account to your record before you can complete transactions

such as a renewal or amendment.

Click on the "Home" tab to login and continue.

B. First Time Users

1. Current users of the EEA ePLACE portal that have created an account will notice that when they
login now, they will be required to setup 4 security questions and answers in addition to the
previous security question. This is a one-time rule.
This will give users a total of 5 security questions and answers. Please make sure that these are
guestions and answers that you will be able to remember. The questions will appear in random
order each time you login.

Update Security Question and Answer

*User Name:

sneha

* Enter Security Question: * Answer:
a1 pet name Al puppy
Q2 A2
Q3 A3
Q4 A4
Qs A5




2. Every time you login, you will provide your username and password on the home screen. The
next screen will ask you to answer one of your security questions.
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3. Providing the correct answer will log you into your EEA ePLACE account.

Mass ke s & Constt | S -2 Topis | Bl Forrrm | crisssibiity FADs

S Ll et o e Currerrssis b ol Wi e el

EEA ePLACE Portal

Logged Inzs” JanaDoe [ Accessibilkey Suppon Collections (f Bepons (23w ACcount ManoQement  Logout

ANNOUNCameants

Moed Holp? For wchnical asdsance inwsing shis wob appicadon please cll g «PLACE Help Desk Taam 8445 TE3-TREE
or (844} Ti-aPLAC barwsan the hours of T-50 &k-5:00 P Monday-Friday. wish dha axcepson of all Commonssaaldh and
Fatarally ohsarvad hoddays. W you prafar. you can also e-mall us 3t oPLATE_helpdeskistate ma us. Forassisiance wikh
- eeChnical QUasHONs. phaass COMac tha ESUNG AQEnCy dirscHy using tha inis Dok,

COnacE

Enargy and Emircnmantal Affars, MASSDEP
Enargy and Emarcnmenta i
Enargy and Emironmental &ffars, DCH

For DIPL. DCAMP and ABCC parmis of boomsas. pleass click hara,

Comnvanlencs Fae Maase nota thees will ba 3 convaniancs i for ol onling credi cand earescsons. Thana 5 2iso 2 nominel

Fad For oniing paymee: by check.
o] [ooms] [

Welcome Jane Doo

Hile an Onlina
You 2 nov logged ino tha Commomsaalth's EEA ePao Portal AppEcation

‘Wihat wiould you ke wo do?




4. |If anincorrect answer is provided, you will be prompted to try again. After 5 attempts, the user
will be locked out of their account and will need to contact the EEA ePLACE help desk for

assistance.

An error has occurred.
Too many failed login attempts. Your account has been locked. Please contact the ePlace
Help Desk for assistance at (844) 733-7522 or (844) 73-ePLAC.

Welcome to the Commonwealth of Massachusetts ePLACE Login

Portal User Name or E-mail:
The Commonwealth of Massachusetts is pleased to offer online access to many | |
licensing, permitting and certificate services. With ePLACE, the Commonwealth hopes

to deliver more efficient. convenient. and interactive e-government services. i
Password:

Options for Licensees and Applicants: | |

- Apply for, Renew, or Amend a License, Permit, Certificate or Notification

- Make Payments Online m

ePLACE Portal Account Reqistration: [] Remember me on this computer
've forgotten m
New Users: R

In order to utilize most of the services available through the ePLACE. you must first

ic 5 e o o Lab

C. Account Management

From the Account Management page, Public Users can:
a. Update Login Information

b. Update Contact Information

c. Add a Delegate Contact




a. Update Login Information

1. Onceyou are logged in to your account, you can edit your Login Information. Click on the
“Account Management” link at the top of the page.

An Official website af the Commonwealth of Massachusalis

EEA ePLACE Portal

Logged in as: Jane Doe [ Accessibility Support  Collections (0)  Reports (21 { Account Management fLogout

T T ents

Meed Help? For technical assistance in using this web application, please call the ePLACE Help Desk Team at [B44) 733-7522
or [B44) 73-ePLAC between the hours of 7-:30 AM-5:00 PM Monday-Friday, with the exception of all Commonwealth and
Federally observed holidays. If you prefer, you can also e-mail us at @PLACE_helpdesk@state.ma.us. For assistance with
non-technical questions, please contact the issuing Agency directly using the links below.

Contact:

Energy and Environmental Affairs, MASSDEP

Energy and Environmental Affairs, MDAR

Energy and Environmental Affairs, DCR

For DPL, DCAMP and ABCC permits or licenses, please click here.

Convenience Fea: Please note there will be a convenience fee for all online credit card transactions. There is also a nominal
fee for online payment by check.

[ Dashboard ] [ Mynemrds] [ My Account
Welcome Jane Doe File an Online
You are now logged in to the Commonwealth's EEA ePlace Portal. Application

2. Click “Edit” button to update login information.

[ Dashboard ] [ Myllencmis] [ My Account ]

Manage Your Account
Your current account Information Is shown below. CUCK an Edit button tO update Information within a secton.

Account Type

Citizen ACcount

Login Information

Usar Mame: TESTI7

E-mal: shubha. rondia22 amass.gov
Password: e

Securivy Cuestion: h

Contact Information ==

To update your Contact Information below please click on Actions and Edit. For First name and last name changes, you will
need to contact your agency.

If applicable to your application, to add Delegate Pin or Applicant Pin, please select "Add Delegate Contact”

Mote - E-mail addresses must be current in order to receive important legal and other notices relating to your use of this Portal.

Showing 1-1 of 1 | Download results

First Name: Middie Namie Last Namie Business Mame  Coneact Type Account OwWner  Stasus Actlon
Jane Doe PublicUser Yes Approved Actions =

d



3. The Public User has the ability to update their password and security questions/answers.

Login Information

*User Name: |
TESTL?

* Registration E-mail Address:

Jame Doemass.gov

*0dd Password:

*Mew Password:

Pazsword Strength

' Requirements.

* Confirm Password:
* Create Security Questions:
First Car

* Answers: ]

[ Lincalr| ]

= Back to Account Management

b. Update Contact Information
1. You may edit your contact information by clicking on the “Edit” option available next to your
contact.

Contact Information [T —

To update your Contact Information below please click on Actions and Edit. For First name and last name changes. you will
need to Contact your agency.

If applicable to your application, to add Delegate Pin or Applicant Pin, please select "Add Delegate Contact”

Mote - E-mail addresses must be current in order to receive important legal and other notices relating to your use of this Portal.

Showing 1-1 of 1 | Download results
First Name: Middie Hame Last Name Business Name ‘Coneact Type Account Owner  Starus Action

Jang Doa PublicUser g Approved Actions -

‘

11




2. Update information as shown below.

Note: Editing your first and last name is not allowed. To make changes, you will have to contact

the agency.

[ Dashboard l [ My Records ] ’ My Account

View Contact Detail

Validate and update your contact information at this page.

Contact Information

Salutation: * First Name: Middle Name: * Last Mame:
—Salact—- - Jare Dioe

* Country: *P.O. Box / Address Line:
Uinited States. L4 1 Wirter Street

*City: * State: * Zip:
Boston MA v 02106-

* Primary Phone: Mobile Phone:
BER- SRR

* Contact E-mail Address:

[ Jane. Dioe __"'-\:::.G!J'.l ]

m Back to Account Management

c. Add aDelegate Contact
For instructions on addition of a delegate contact, click here.

12



D. Forgotten Password

1.

If Public User forgets his password: Click on the “I've forgotten my password” link on the Login

Page

Welcome to the Commonwealth of Massachusetts ePLACE
Portal

The Commonwealth of Massachusetts is pleased to offer online access to many
licensing, permitting and certificate services. With ePLACE, the Commonwealth hopes
to deliver more efficient, convenient, and interactive e-government services.

Options for Licensees and Applicants:

- Apply for, Renew, or Amend a License, Permit, Certificate, Notification or Registration

- Make Payments Online

ePLACE Portal Account Registration:

In order to utilize most of the services available through the ePLACE. you must first
register for an account to do any of the following:

- Apply for a License, Permit. Certificate, Notification or Registration

- Renew a License, Permit. Certificate or Registration

- Track the Status of Applications

- Review and Update Applications, Permitting and/or Certificate Information

First Time Users:

To register, click here create an account with a User name and Password. After

Login

User Name or E-mail:

TEST17

Password:

[J Remember me on this computer

Please note: At this time, the ePLACE
Portal services only some (not all)
licenses, permits and certificates issued
by Energy and Environmental
Affairs(EEA). It does not service any other
type of license, permit or certificates that
is Issued or approved by the
Commonwealth or any of its agencies or
municipalities. ePLACE does not service
any federal licenses or permits.

Enter email address used during registration, click continue

Reset Password

If you forgot your password, a new one will be sent to you.

wour e-mail address below.

* Registration E-mail Address:

To begin provide

13



3. Answer Security question, click “Send New Password” button

Reset Password
The security question you answered when you first registered is displayed
below. Please provide your security answer so we can verify your identity.

Security Question:
h

*Security Answer?
I

Send New Password »

4. The system will send an email containing a temporary password to login .

Your password has been reset. An e-mail has been sent containing
your new password. Please use the new password to login.

You will receive an e-Mail shortly containing a newly generated password. Once
logged in you may update this password in "Account Management”™.




MA eLicensing and ePermitting Password Reset

Noreply_Elicensingepermitting (MASSIT) <noreply_elicensingepermitting@mass. o
gov> !
Tue 11/3/2020 2:19 PM

Your password has been reset. Your new temporary password 1s: (03 PR

Please use your temporary password when logging back into the Commonwealth of Massachusetts EEA ePLACE Portal website. You will be asked to create
a new password once you have logged into the website

If you believe yvou have received this email in error, please contact the ePLACE Help Desk Team at (844) 733-7522 or (844) 73-ePLAC between the hours of
T30 am. and 5:00 pm. EST Monday-Friday. with the exception of all Commonwealth and Federal observed holidays. If vou prefer. you can also e-mail us
at ePLACE_helpdesk@state ma us.

**Please do not reply to this e-mail. **

Reply Forward

5.

When you log back in with this temporary password, you will be prompted to change your
password before you continue.

An error has occurred.
Please update your login information with a new password.

Change Password

*User Name:

shubha

*Old / Temporary Password:

*New Password:

Password Strength

Requirements

* Confirm Password:

15




E. Announcements

Announcements or updates from EEA can be viewed by clicking on the “Announcements” link on the top
of the page.

Siate Offices & Courts: State A-F Topics State Forms Accessibiity FACS

An Official website of the Commonwealth of Mas=sachuseits

EEA ePLACE Portal

Logged inas: Jane Doe [0 Access R

ccessibility Support  Collections (0) Reports (2) ™ Account Mangg

Meed Help? For technical assistance in using this web application, please call the e PLACE Help Desk Team at (844) 733-7522
or [(B44] 73-ePLAC between the hours of 7-30 AM-5:00 PM Monday-Friday, with the exception of all Commaomwealth and
Federally observed holidays. If you prefer, you can also e-mail us at @PLACE_helpdesk@state ma us. For assistance with
non-technical questions, please contact the issuing Agency directly using the links below.

Contact:

Energy and Environmental Affairs, MASSDEP
rgy and Environmental Affairs, MDAR

Enargy and onmental Affairs, DCR

For DPL, DCAMP and ABCC permits or licenses, please click here.

Convenience Fee: Please note there will be a convenience fee for all online credit card transactions. There iz also a nominal
fee for online payment by check.

[ Dashboard ] ’ My Records l ’ My Account

Welcome Jane Doe File an Online
You are now logged in to the Commonwealth's EEA ePlace Portal Application
What would you like to do?

16



F. Applying for a

Permit/License/Authorization/Registration/Notification

To file an online application, you need to be logged into your account. Begin the application proce
by following the steps listed below:

1. Click on the “File an online application” button.

SS

[ Dashboard ] [ My Records ] [ My Account

Welcome Jane Doa File an Online
You are now logged in to the Commonwealth's EEA ePlace Portal Application

What would you like to do?

2. Accept Terms and Click “Continue”.

EEA ePLACE Portal Disclaimer

Welcome to the Commonwealth of Massachusetts EEA ePLACE (ePermitting] portal.
Im order to continue, you must review and accept the terms outlined as set forth
balow. Click the "Continue™ button in order to proceed with the online submission
process.

In crder to perform licensing and permitting transactions online, you were e
required to register for the Commonwealth of Massachusetts EEA ePLACE

{ePermitting) portal All registered users in this Portal are required to agree to

the following:

1. Use of the Commonwealth of Massachusetts EEA ePLACE (ePermitting) portal
is subject to federal and state laws, which may be amended from time to time,
including laws governing unauthorized access to computer systems. Online

[ | have read and accepted the above terms.

Continua »

3. Select Permit type and Click “Continue”. Click on the link to expand the options. Choose the
applicable option.

* Energy and Environmental Affairs (DEP, MDAR, DCR, EEA)
(") Apply for a DEP Authorization
(") Apply for a MDAR Autheorization
(") Apply for a DCR Authorization
(") Apply for a EEA General Request

¥ Link Your Account

17



4. Select a Record Type and click “Continue Application” to proceed with your application.
Note: Each program has specific requirements. Please make sure to check the program’s
requirements before proceeding with your application.

Home

) A0
) AQD1

) AQ02

) AD14
O AR1E
) A230

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

"I

w Air Quality (ACQ)

(2 AQ 50% or 25% Facility Emission Cap Application
- Limited Plan Approval for Fuel Utilization Emission Unit(s) Application
- Limited Plan Approval for Process Emission Unit{s) Applcation
0y AQO1TM - Parmit Maintanence Applcation
- Comprehensive Plan Approval Crematory Applcation
(O A202 -
(O A202 -
(O A203 -
(O A203 -
(0 AQD3ABI22 - Emission Control Plan Application
(O A28 -

Men-Major Comprehensive Plan Approval Fuel Application
Men-Major Comprehensive Plan Approval Process Application
Major Comprehensive Plan Approval Fuel Application

Major Comprehensive Plan Approval Process Application

Restricted Emission Status Application

- Dperating Permit Application

- Creation of Emission Reduction Credits Application
- 02 Budget Emission Control Plan AppBeation

(D) AR -
0y AQMM - Modeling Submittal Application

LPA/CPA Consolidation Application

b Drinking Water (DW)
¥ Hazardous Waste (HW)
F HPDES [WM)

F Solid Waste [SW)
F Water Pollution{WP)

¥ Watershed Management (WM}
¥ ‘Waterways Chapter 91 (WW)

¥ Tomic Use Reduction [TUR)




G. Adding a Contact to access the Application.
Depending on the agency and program, you may have to share your application with other applicants or
contributors before submission, to gain additional input.

You will be presented with either one of the following options depending on your application:

a. Delegate PIN
b. Contact Sharing

a. Delegate PIN

1. To make it easy to share an application in progress, the EEA ePLACE system allows the originator
of the permit to allow other individuals to view and add input to the application before it is
submitted. This is called “delegation”.

2. When the person who begins the application presses “SAVE AND RESUME LATER” at any time in
the application process, they receive a notification, via email, with the Application ID and a
Delegate Personal Identification Number (PIN).

Please use this PIN: 246621630376 to delegate AQ18 - Creation of Emission Reduction Credits Application application 16TMP-002331 to some other user.

3. If you want to share the application as it is being developed, you may forward this email to any
individuals (i.e. delegates) you choose. Note that the delegate MUST have an EEA ePLACE
account to access the application. After the delegate signs into their EEA ePLACE account, the
next step is to click on the “Account Management” text in the top toolbar.

An Official website of the Commonwealth of Massachusetis

eLicensing and ePermitting Portal

Announcements Logged in as: Laurel_Carlson Account Management Logout

19




4. Nextto the “Contact Information” header, the delegate will click on the “Add Delegate Contact”
button.

Contact Information 'Add Delegate Contact

Tor update your Contact Information below please click on Actions and Edit. For First name and last name changes, you will
need to contact your agency.

If applicable to your application, to add Delegate Pin or Applicant Pin, please select "Add Delegate Contact”

Mote - E-mail addresses must be current in order to receive important legal and other notices relating to your use of this Portal.

Showing 1-1 of 1 | Download results

FArst Hame Middie Marme Last Mamie Business Name Contact Type Account Owner Status Actlon
Jang Doe PublicUser Yas Approved Actions =

5. A pop-up window will appear asking you to enter the PIN from the email received from the
permit originator. Check your email notification for the PIN.

Please use this PIN- 246621650576 t delegate AQ18 - Creation of Emission Reduction Credits Application application 16TMP-002531 to some other user.

6. Enter the PIN and click “Continue”. This will add the application to the delegate’s account.

Contact Information
*PIN

20




7. You will be directed back to this page. To access the application, click on “Resume Application”
to the right of the line item. The delegate is now able to view and make changes to the

application.
« DEP
Showing 1-10 of 92 | Download results | Add to collection
Record Facility/Location  Legacy Expiration )
[] Date Number Record Type Address D Date Status Action
WP28 -
20.wpzg.  >ampling and TEST ABIGAIL |
|:| 11/03/2020 | o: spp  Analysis Plan WESTPORT, MA In Review
Approval 02790
Application
SW Beneficial
Use - SW4a2
BUD
20TMP- Application for acme Annlication
(] 1032020 §ozio Secondary esume Application
Material in
Unrestricted
Applications

At any time, as the originator of the application, you can remove delegates by contacting the help desk
at 844-733-7522, Monday-Friday, between the hours of 7:30 am-5:00 pm. The help desk is closed for all
state and federal legal holidays. You can also email us at EEA ePLACE helpdesk@state.ma.us.

b. Contact Sharing
New applications in the system allow addition of a preparer as part of the application submission

process. The preparer will have to be registered in order to be available for addition. To add a preparer,
follow the steps listed here:

1. Inthe Application Contributors section, select ‘Look Up’.

Application Contributors

If multiple users will be coordinating in the preparation of this application, you will need to add them below.

Note - If you are unable to find the correct contributor, click on the “Save and resume later” button. Advise the contributor to
create an account in the EEA ePLACE Portal and then resume the application.

Look Up

Showing 0-0 of 0

Organization

Name
Name

Contact Person  Telephone # E-mail Action

No records found.
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2.

3.

Enter the name of the individual or preparer and click ‘Look Up’.

Search for Contact

First Name:

jane

Look Up Cancel

To search for individual contact, please enter First Name, Last Name, or Middle Name

Middle Name: Last Name:

doel

Select the name from the list of available options.

Search for Contact
Revise Search

Select a contact to attach to this application.

Showing 1-10 of 22

m Discard Changes

To search for individual contact, please enter First Name, Last Name, or Middle Name

If the contact has multiple addresses, you can select which to use in the next step.

Name of

First Name Middle Mame Last Name o Contact Person Telephone #
@ Jane Chloe Burke
() Jane Chang
() Jane Karr
() Jane Miller
() Jane Rumrill
() Jane Swift
() Jane Testa
) Janel Maysonet
() Janella Miller

Janelle Alves
O

< Prev 1 2 3 Next >

E-mail
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4. Save the selection and click ‘Continue Application’ to proceed with your application.

Application Contributors

If multiple users will be coordinating in the preparation of this application, you will need to add them below.

Note — If you are unable to find the correct contributor, click on the “Save and resume later” button. Advise the contributor to
create an account in the EEA ePLACE Portal and then resume the application.

Look Up

{/ Contactadded successfully.
Showing 1-1 of 1

GIEETEETE Contgt Person  Telephone # E il Action

Name
Name -

Jane Doe 888-888-8888 8@gmail.com Edit/View Delete

\_

5. The preparer can now access the application. After logging into the account, click on ‘Resume
Application’ to the right of the line item against the application TMP record to proceed with the

application.
v DEP
Showing 1-10 of 39 | Download results | Add to collection
Record Facility/Location  Legacy  Expiration
[] Dpate Number  RecordType oo 2o D Date Status Action
Wp28 -
WP28- Sampling and tsting wp28 |
D 11/03/2020 . nnnqq  Analysis Plan QUINCY, MA 11/03/2119  Amendment Submitted
Approval 02171-2821
Authorization
wpzg -
20TMP- Sampll_ng and o
D 11/03/2020 012339 Analysis Plan Resume Application
Approval
Application




H. Upload Documents to Your EEA ePLACE Application

Attaching the required documentation to your application, license, or renewal can be done by following

these steps.

1. Each application has specific documentation requirements that will populate under the

“Documents” header.

Documents

1 2 m‘rﬂmn 3 M ;;f;;m 4 Documents 5 Epﬁi‘;t)f,“ 6 Review 7
Step 4:Documents>Page 1 of 1
* indicates a requined feld

Documents.

Please upload 2 Required Document(s) which are mandatory to Submit this Application:

1. Additional Decumentation
2. MassDEP Application Form

2. To upload your documentation (can be MS Word, MS Excel, PDF, JPEGS no larger than 100 MB),

click the “Browse” button.

Attach Documents

The maximum file size allowed is 100 MB.

Name Type

No records found.

Size

Latest Update

Description

3. A pop-up will let you choose a file from your computer and tell you when the document has

been uploaded. Click “Continue”.

File Upload

The maximum file size allowed is 100 MB.

Cancel

File Upload X

The maximum file size allowed is 100 MB.

zombietest pdf 100%

Browse Remove All ’
Cancel




4. The pop-up will close, and you will be returned to your permit page. It will show that your
document is uploaded to the system. There will be 2 fields that will need to be filled out: “Type”
and “Description”. The “Type” dropdown menu will have the name of the document relevant to
your permit, and you can add a brief description. You must click “Save” before continuing with
your application.

*Type: Remove

--Select-- EI h

File:
zZombietest pdf
100%

AN

* Description:

e

5. Your documents will show up in your application with a Name, Type, and Description besides
other details. Click “Continue Application” to move on to the next step of completing your

submission.

Attachment

When uploading file documentis) the maximum file size allowed is 50 MB.

The "File Name’ (including file extension) MUST NOT exceed 75 characters in length.

The document ‘Description’ MUST NOT exceed 50 characters in length.

Documents that exceed any of these limits will be removed by the system, and cannot be retrieved, which may delay the review process.
.exe;.dll;.js;.msi; bat; vbs; bin;.sql are disallowed file types to upload.

Name Type Size Latest Update Description Action ]
T T o= U 164.87 KB 11/04/2020 TEST DOCUMENT Actions v
Application Form

o




I. Making an Online Payment

The final step in most application submissions is the payment of a fee. In the EEA ePLACE PORTAL, a user
can pay a fee by making an online payment or by sending a payment via mail. This section focuses on
steps to submit an online payment.

1. Upon reaching the Payment Page, click on the “Pay Online” button to make an online payment.
You will be redirected our vendor, nCourt’s payment page.

WP28B - Sampling and Analysis Plan Approval Application

Special Fee & Review 7 Pay Fees 8 ’;ﬁg:ﬁ?tté%n

1 2 3 4 Documents 5 Provision

Step 7: Pay Fees

Listed below is the fee for the authorization that you are applying for. The following
screen will display your total fees.

Payment may be made by electronic check or credit card for a nominal processing
fee. The electronic check fee is $0.35 per transaction. Credit card payments are
2.35% per transaction. Clicking on the PAY ONLINE button will bring you to the
secure online payments portal. Once you have made payment, you will be returned
to your application for submittal.

Payment may also be made by mail. However, review of your permit will not begin
until payment is received. By clicking on the Pay by Mail button, you will have
submitted your application. You will receive a notification email with the location and
address to send your payment. That information is also available in the instructions
for this authorization.

Application Fees

Fees Amount
WP28 Application Fees 5860.00
$860.00

PayOnline» || Payby Mail »
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2. Provide the Billing and Payment Information. Select the checkbox to agree with the terms of
payment and click “Submit Payment”.

This is an afficial applicabion of the Commanwealth of Massachusets Exmcutve Office of Erangy m
E csachusssts Denamment of Enviranmental Probectan angd Emdronmantal Aflairs

1 Winter Street Boston, Massachusetts 02108
MisssDEP
‘ Dapartment of Ervironmental Protection

Phone 817-292-50090
There is a 2.25% convenience fee for processing credit card payment(s) and a .35 convenience fee for Blectronic ChecldACH online / ACH FAG

Payment

You have elected to pay for the following itemis).

L6000

Total Amount Due: 553021

Billing Information Payment Information
First Mame * Cazliipe
Enter First Mame VISA v
Last Mame * Card Mumber
Enter Last Name TEST MODE
Street * LWV Code
Enter Street 123
City * Expiration
Enter City 01w 2018 »
State/Territory
M huset v Check to accept both the Commonwealth of Massachusetts
ASEACNUSELS and nCourt Terms Agreements.
*' | dccept |
Zip* T
Enter Zip
FPhone Number
-
Email
Enter Email Address
Confirm Email
Enter Email Address
m Please Verify above information before the Submit Payment
Button is pressed. Do not click Submit Payment button more

than ene time.

Submit Payment

powered by nCourt
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Note: A convenience fee of 2.35% of the transaction amount will be charged for Credit/Debit
transactions and $0.35 will be charged for Electronic Check/ACH transactions.

3. Upon successful payment, you will be redirected back to the EEA ePLACE portal’s page.

WP28 - Sampling and Analysis Plan Approval Application

Special Fee

e 6 i
Provision Review

1 2 3 4 Documents 7 Pay Fees

Step 8:Record Issuance

Successfully Completed.

Thank you for using our online services.
Your Record Number is 20-WP28-0028-APP.

You will need this number to check the status of your application.

8 Record Issuance
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J. Check Status of a Record

1. To check the status of a record, login to your account and go to the ‘My Records’ tab. A list of all
your records will be displayed. The status is displayed alongside the record.

[ Dashboard ]

| MyRecords |

[ My Account ]

« DEP

D Date

[ 093072020

() o09s30/2020

() o09/28/2020

() o9r25/2020

Record
Number Record Type
20-WW- Waterways
PRE- Pre-
0023- Application for
APP WWO06 and
wwz4
20- HW22 -
HW22- Recycling
0001~ Level 1 Permit
APP Application
WP56 -
Industrial
Wastewater
WP56- ;
0000006 Holdlng Tank
Compliance
Certification
Authorization
WP56 -
Industrial
Wastewater
WP56- ;
0000002 Holdln_g Tank
Compliance
Certification
Authorization

Facility/Location
Address

TEST ABIGAIL |
WESTPORT, MA
02790

TEST ABIGAIL |
WESTPORT, MA
02790

TEST ABIGAIL |
WESTPORT, MA
02790

Showing 1-10 of 45 | Download results | Add to collection

Legacy Expiration

ID

Date

09/28/2119

09/25/2119

S

tatus

Submitted

In Review

Cancelled

Active

—/

Action
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K. Editing an Application

1. Incertaininstances, the agency may request you to edit your application. You will receive an
email notification with comments from the agency.
Note: Once an application is submitted, you will not be allowed to make changes unless the
agency requests you to do so.

Request for Additional Information 20-IP-0016-APP

S Reol | S Reply A
e EIPAS (ENV) <eipas@mass.gov> Reply Reply All

NOTICE DATE: 9/9/2020

The Department of Conservation and Recreation ("DCR") is reviewing your application 20-IP-0016-APP and needs the additional information described below.

test

To provide the additional information you will need to edit your application. Please go to the following link https://testaca.eea.mass.gov/CitizenAccess/ go to My Records and Click “Edit”.
If you have any questions or comments, please contact

Thank you,

Department of Conservation and Recreation
Office of Construction and Vehicle Access Permit

2. To edit an application, login to the account and go to the ‘My Records’ tab.

| Dashboard I ll My Records | My Account I

« DEP

Showing 1-10 of 45 | Download results | Add to collection

D Date :T;:I:de c Record Type zzgtgil'muon :.ggacy E’;‘:';at'on Status Action
20-WW- Waterways
PRE- Pre- _
D 09/30/2020 0023- Application for Submitted
APP WWO06 and
wwz4
20- HW22 -
HW22- Recycling TEST ABIGAIL | )
[:] 09/30/2020 0001- L WESTPORT, MA In Review Edit
evel 1 Permit 02790
APP Application
WP56 -
Industrial
WPS6- Wastewater TEST ABIGAIL |
[:] 09/28/2020 0000006 Holding Tank WESTPORT, MA 09/28/2119 Cancelled
Compliance 02790
Certification
Authorization
WP56 -
Industrial
WPEE- Wastewater TEST ABIGAIL |
[:] 09/25/2020 0000002 Holding Tank WESTPORT, MA 09/25/2119  Active
Compliance 02790
Certification
Authorization
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3. Click on the ‘Edit’ option available next to your record.

20- HW22 -
HwW22- Recycling TEST ABIGALL |
D 09/30/2020 WESTPORT, MA In Review Edit
0001- Level 1 Permit 02790
APP Application

4. You will be taken to the application. Click the ‘Edit Application’ button to start editing your
application.

HW22 - Recycling Level 1 Permit Application

Special Fee Applicant and . Application
! 2 3 Documents 4 Provisions 5 Contributors 6 Review Submitted

Step 6:Review

Submit Updated Information

Please review all information below. Click the "Edit” buttons to make changes to sections or “Submit Updated Information” to submit

Review and Certification




L. Amend or Renew an Existing Permit/ License/

1.

2.

Authorization

Login to your account and go to the ‘My Records’ tab.

Home

« DEP

| Dashboard I || My Records I | My Account I

Record
Mumbser

[[] Date

[ oes3o0r2020

20-
HW22-
0001-
APP

[0 osssorzozo

e

(] osrzerz020

LLELELLHL

Sh(}wing 1-10 of 45 | Download results | Add to col

Facility/Location
Record Type Addrazs
Wateraays

Pre-

Application fior

WWOE and

W 2d

HW22 -
Recycling
Level 1 Parmit
Application

WPSE -
Inchustrial
Wastewater
Hodding Tank
Compliance
Certifcation
Authorzation

TEST ABIGAIL |
WESTPORT. MA
02790

TEST ABIGAIL |
WESTPORT. MA
02790

Expiration

Legacy
] Dabd

09/28/2119

Status

Submitted

In Rewiow

Cancelled

Action

A list of all your records will be displayed. If your record is eligible for an amendment or a

renewal, a link will be displayed alongside the record. Click on the link to be taken to the

amendment or renewal application.

Note: Refer to your program’s instructions for details regarding your amendment or renewal

process.
SW35 - New
SW35- RCC Technology  TEST ABIGAIL |
[:] 09/23/2020 Demonstration WESTPORT., MA 09/23/2022  Active Amendment
0000004 .
Project 02790
Authorization
WMO6 - Minor
M0, WS Surface ST ABIGAIL |
D 08/12/2020 o WESTPORT, MA test 08/01/2020 Pending Renewal Renew Authorization|
0000003 Discharge 02790
Permit

Authorization
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M.EEA General Requests

In addition to submission of initial applications, renewals and amendments, the EEA ePLACE
portal has applications that allow a user to:

a. Claim an Authorization/Permit/License
This process is called the Claim Authorization Process. By submitting a Claim
Authorization Form, a user can gain access to their record online to submit
amendments or renewals online. For instructions to submit a Claim Authorization
Process, click here.
b. Request Access to a Record
This process is called the Request Record Access Process. By submitting a
Request Record Access Form, a user can request ownership of a record. Upon approval
by the agency, the record will be transferred to the new owner’s account. For
instructions to submit a Request Record Access Form, click here.

To submit an EEA general request application, login to your account and begin the application
process by following the steps listed below:

1. Click On “File An Online Application”

[ Dashboard ] [ My Records ] ’ My Account

Welcome Jane Doe File an Online
You are now logged in to the Commonwealth's EEA ePlace Portal. Application

What would you like to do?

2. Accept the terms and Click ‘Continue’.

EEA ePLACE Portal Disclaimer

Welcome to the Commonwealth of Massachusetts EEA ePLACE (ePermitting) portal.
In order to continue, you must review and accept the terms outlined as set forth
below. Click the "Continue” button in order to proceed with the online submission
process.

In order to perform licensing and permitting transactions online, you were
required to register for the Commonwealth of Massachusetts EEA ePLACE
[ePermitting) portal All registered users in this Portal are required to agree to
the following:

1. Use of the Commonwealth of Massachusetts EEA ePLACE {(ePermitting) portal
is subject to federal and state laws, which may be amended from time to time,
including laws governing unauthorized access to computer systems. Online

O | have read and accepted the above terms.
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3. Expand the ‘Apply for an EEA General Request’ link by clicking on it. Select the appropriate form

to proceed with your application.
Home

[ File an Cnline Application ]

Commonwealth of Massachusetts EEA ePLACE (ePermitting)
Online Services

New Applicants:

The Commonwealth of Massachusetts EEA ePLACE [ePermitting) portal provides the ability to file applications for licenses, permits, certificates,
notifications and registrations. From the listing below, please click on the appropriate link to expand the options, select the service that you would like
to use and click the continue button.

Existing Applicants:

Click Home and use the "My Records™ tab to renew or amend a license, permit, certification or registration. If they are not listed under the "My Records™
tab, please select the "Link your account” option found in section below. You will be prompted for a “record identification code” and “authorization
code.” from the Account Link notification you received. If you have not received a notification letter, please contact the ePLACE Help Desk Team at
(B44) 733-7322 or (B844) 73-eFLACE between the hours of 7:30 AM - 5:00 PM Monday-Friday.

J——

Apply for a DCR Authorization - Construction and Vehicle Access Permits
Apply for a DCR Authorization - Special Use Permits

Apply for a DEP Authorization - Air Quality (AQ)

Apply for a DEP Authorization - Drinking Water (DW)

Apply for a DEP Authorization - Hazardous Waste (HW)

Apply for a DEP Authorization - NPDES (WM)

Apply for a DEP Authorization - Solid Waste (SW)

Apply for a DEP Authorization - Watershed Management (WM)
Apply for a DEP Authorization - Waterways Chapter 91 (WW)
Apply for a DEP Authorization - Toxic Use Reduction (TUR)
Apply for a MDAR Authorization

* Apply for an EEA General Request
O Claim Authorization Form
(C) Request Record Access Form

For instructions to submit a Claim Authorization Process, click here.

For instructions to submit a Request Record Access Form, click here.
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N. Frequently Asked Questions

General Questions

1.

What features are currently available in the EEA ePLACE system that will help me with my
permits?
A: The EEA ePLACE system will provide citizens with access to

1) Apply and pay for permits online,

2) Renew licenses and certifications,

3) Upload supporting documentation for the application,

4) Track the submittal through the approval process.

What are the browser requirements to use the online portal?
A: The preferred browser for the online portal is Internet Explorer. Although the portal is
compatible with other browsers, certain features may not render.

What does “Authorization” mean? | thought | was filing for a permit/license/certification?
A: An “Authorization” is a system term used to define either a permit, certification, license,
registration or notification.

What is a “Record”?
A: A “Record” is a system identifier for a broad range of forms, such as an application, license,
permit, or certification.

If | need help, can | talk to someone?
A: Yes, depending on the type of issue you are encountering, you are provided with the
following options:

If this is a specific question that relates to the permit (E.g. ‘What is my permit number?’ etc.),
please call the agency directly using the information provided on MASS.GOV’s page for your
permit.

However, if this is a technical question related to using your account, we advise you to reach out
to our helpdesk representatives by calling the EEA ePLACE help desk at 844-733-7522, Monday-
Friday, between the hours of 7:30 am-5:00 pm. The help desk is closed for all state and federal
legal holidays. Alternatively, you can also email the helpdesk at EEA

ePLACE helpdesk@state.ma.us.The EEA ePLACE help desk can assist you with resetting you
password (which you can also reset online) or assist if/when the system is having technical
difficulties.

Do all permits have to be submitted online?

A: Currently, most of the permits in the system are accepted online. It is highly preferred that all
applications for these permits be received through the EEA ePLACE portal. In special
circumstances, paper applications will be made available. You can contact the agency using the
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information provided on MASS.GOV’s page for your permit, to get directions on obtaining a
paper copy of these permits.

What authorizations are available through the EEA ePLACE portal?
A: For a list of all permits that are available online for DEP, MDAR and DCR, click here.

Are other languages available for the current permits?
A: The EEA ePLACE portal is available only in English.

Is there an Accessibility version of the EEA ePLACE portal that | can use?
A: You will need to login to the EEA ePLACE portal to select the Accessibility Support checkbox
that displays on the home page.

oy b st o B CLarEra s sl

EEA ePLACE Portal

Moed Halp? For technical axsisiance inesing this waeb applicadon. please il dha «PLECE Help: Dask Taam ot 844} TI3-TR2E
of (244} TI-aPLAC berwean the hours of T-50 Akl 500 Pl Mooy - Fricary. wish dha excopsion of all Commonwaalidh and
Fediarally obsornved holidays. B you prafer. you can abo o-mall us 2t For assistance widh
non-sechnical quastons. pleass Comact tha iesuing Agency directty using tha links bakoe

CONHRCE

For DIPL. DNCAMP and ABCC parmits o Boemsas. please

10. How can | look for permits that are being submitted in my town/city/county?

A: The EEA ePLACE Public Access Portal will allow you to search for all applications that have
been submitted online. The portal allows search by location, name of facility, type of permit,
category, and date range. You can also view and make comments on permits in your area.

Registration Questions

1.

How do | register for an account? Do | need any special information?
A: Registering for an account is easy! Please click here for instructions. You will need a valid
email address, phone, and location/address to apply.

What if | have a change of address after | register?

A: You can change your address on the EEA ePLACE portal by clicking on the “My Account” tab.
There you can change your login information by clicking “edit” in that section and change your
contact information by clicking on the “actions” button and choosing “edit”. You will find your
address and other corresponding information on your account. If you want to change the
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address for a specific permit, you will need to contact your Agency and Program to determine if
that is allowed. Only certain permits allow address changes.

| have forgotten my password!!

A: You can reset your password by clicking the “I’'ve forgotten my password” link on the login
page and answering your security question. Please note that answers are case sensitive. A
temporary password will be sent to you via email. When you log back in with this temporary
password, you’ll be prompted to change it before you continue. For instructions on how to reset
your password please click here.

| cannot remember my security question! What can | do?

A: If you have any difficulties logging in or have forgotten your security question/answer,
contact the help desk at 844-733-7522, Monday-Friday, between the hours of 7:30 am-5:00 pm.
The help desk is closed for all state and federal legal holidays. You can also email us at EEA
ePLACE helpdesk@state.ma.us.

Payment Questions

1.

Can | pay for my permit online?

A: Paying online is available for all EEA ePLACE authorizations (permits, licenses, certifications,
and notifications). A final step in your authorization application is payment (when applicable).
You have the option to pay with a credit/debit card or via an online check (ACH). There will be
nominal fees: (0.35¢ for ACH) and 2.35% of the authorization application fee for using the online
payment process.

Is my personal information safe through EEA ePLACE?
A: Your personal information is very safe with the EEA ePLACE portal. For more information on
how we protect all information, visit EEA’s security web page.

Does the system keep track of my credit card/banking information or do | have to enter it every
time | renew/apply for a permit/license/certification?

A: The EEA ePLACE portal does NOT retain your credit card information. You will need to re-
enter all payment information for each payment of permit application.

What credit cards are accepted for payment?
A: You can pay online with your Mastercard, Visa, Discover, or American Express credit and
debit cards. Also, you can make a payment with your bank account/ routing information.

Can | make a partial payment online?

A: Payment must be in full for the application to be processed. For Mass DEP Agency, partial
payments are only accepted in special circumstances, such as a hardship request that the
applicant identifies during the application process in the Special Fees Section. If the hardship is
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approved, application review will begin with the agreed upon payment amount. Application
review can begin without payment if the applicant identifies as Fee Exempt in the Special Fees
Section.

Permit Filing Questions

1.

Can several people work on the same permit?
A: Yes. For instructions, click here.

For Mass DEP Permits, | am unable to lookup my facility while submitting my application. What
do | do?
A: If you are unable to find a facility, please reach out to your program’s contact person.

How long do | have to wait before my permit is completed?

A: Your permit application will be reviewed as soon as the associated fees have been paid and
all supporting documentation for the application has been received. You can check the status of
the permit by logging into the EEA ePLACE portal and going to “My Records” to see the status of
the application.

What are the file requirements to upload supporting documentation for my permit?
A: File size requirements are 100 MB or smaller to upload in the EEA ePLACE portal.

Is there a limit to the number of documents that can be attached to the application?
A: There is no limit to the number of documents you can upload.

What types of files can be uploaded?
A: You can upload any file type (MS Word, Excel, PDF, etc.).

Is there autosave during the filing process?

A: The EEA ePLACE portal does not have an autosave feature. Users will need to manually save
any updates or transactions to ensure their information is not lost when leaving the portal for
more than 30 minutes. Use the “Save and resume later” button to save a temporary record.

What is a POR?

A: A PORis a “Proof of Record”. All applicants will receive a POR document following the
submittal of their application. The POR is a “copy” of their application (like the review page in
the application). The POR will be sent to the applicant’s email within 24 hours of submitting
their application.
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